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Librarian ] 4200 = 4380 - 4560 - 4740 - 4920 
Note 1 
Librarian 2 5160 - 5400 - 5640 = 5880 
3 9700 = 5940 = 6180 . 6420 
4 6180 - 6420 - 6660 ~ 6909 
s 6540 - 6840 - 7140 - 7500 


- Note 1: Positions are exempt from the Provisions 
of Section 12 of the Civil Service Act 


to provide for payment at rates above 
the minimum of the class. 
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SERIES - LIBRARIAN Code 
14 14 O) 
PART _I_- GENERAL 


Functions Covered 


This series relates to positions requiring the application of the 
principles, techniques and methods of organization of library science to 
cataloguing, classification, subject analysis, assignment of subject 
headings, reference and bibliographic work, requisitions, loans, ex- 
changes, disposal of material; and, as required, the supervision or 
direction of ancillary activities such as preparing material for binding, 
routine ordering, recording and shelving of library material. 


Exclusions and Limitations 
Positions concerned mainly with the following duties are excluded: 


- Maintenance of records and file material intended primarily for 
office and administrative use. 


~- Development, analysis and maintenance of diagnostic and therapeutic 
records of medical cases in accordance with the accepted practices 
of medica) records library service. 


- Drawing of conclusions from technical data and the establishment of 
scientific evidence, or scientific determination of the validity of 
facts established by an author. (This does not refer to the pre- 
paration of critical. annotated bibliographies, as in general, tho 
critical annotations are based on a consensus of the view of 
accepted authorities in the particular field or fields.) 


The positions of the Administrative Head of the library services of 
the Department of Agriculture and of the Cataloguing and Reference 
Divisions of the National Library are excluded. 


Definition of Terme 
Library terms used in these specifications are defined as follows: 


Bibliography - A list of library material pertaining to a particular 
author, subject or other selected category differing from a catalogue in 
that items listed are not necessarily located in a particular place such 
as a library or group of libraries; the art of deacribing books correctly 
with respect to authorship, edition, physical form, etc.s and the study 
of the material form of books with comparison of variation in issues and 
copies as a means of determining the history and transmission of texts. 


Annotated Bibliography - A bibliography in which a note is added 
to each entry which explains, describes or evaluates the particular 
item. 


Critical Bibliography - An annotated bibliography in which the 
notes evaluate or assess the quality of each item listed. 


- A collection of library material assembled to serve a 
particular purpose and organized in accordance with the principles and 
accepted practices of library science. 


Civil Service Commission 
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Library Materia} o Books, Periodicals, Pamphlets, Maps, Microfilms, 
Manuscripts, music, Phonograph Tecords, Motion Pictures, documents of 
9overnment and other °T9anizations and other forms of Tecorded knowledge, 
Fundamenta} authoritative Materia) in any form, 


Pal -~ 
manuscript or Printed, Published or “Npub1 i shed, Used in the Preparation 
of another Work, 


+ 


(e; =a0h 
identifies Gach book Or other library item (Periodicals, MAPS, micro~ 
films, Newspapers, Phonodiscs, etc.) ang describes it Pibliographicalty 
and Physically, To this Card is added a list of Other Cards or "added 
entries" Madé for the same item of library Materia) Such as editor, 
title, Series, Subjects, etc. These S@condary entries Provide addit- 
jona] *Pproaches to the. particular item ang Telate it to other Materia) 


Classif =. The aS5Signing Of @ach library item to its Proper 
Place jn a pt Ol echanetes ca.) © (Library of Congress, Dewey, 
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LIBRARIAN 
Description of Work Processes (cont'd) 


Subject Analysis and Assignment of Subject Heading - The deter- 
mining of the specific subject or subjects with which each library 
item deals and selecting, from an authoritative source, the subject 
headings under which the item is to appear in the library catalogue. 


- The answering of requests for information at all 
levers of difficulty, from those requiring brief consultation of a 
standard reference book to those requiring extensive searches into 
all types of sources both within and outside the library; reviewing 
publications and bringing relevant material to the attention of 
library patrons; locating material and borrowing from other librar- 
les; compiling bibliographies ani reading lists both at the request 
and.for the use of particular patrons, and on the library's own 
initiative; abstracting material; and making special indexes of 
publications of particular use to the library. 


ele of Library Mate. - Selecting items to form the 

initial collection of a newly established library and/or subsequent 
additions to the collection as new publications appear in the lib- 
rary's field of interest or new interests develop in the organization 
which the library serves. To this end searching relevant sources of 
information regularly and systematically for new publications to 
anticipate the needs of the library's users and to complete gaps in 
the collection; evaluation, by the use of critical reviews, items 
suggested by library users; determining the need for purchase in the 
light of knowledge of the existing collection and of the possibility 
of borrowing where use is likely to be brief or infrequent; initi- 
ating action to ensure prompt acquisition of items selected. 

Acquisition is, of course, subject to financial limitation and 
beyond certain levels selection may be subject to review by depart- 
mental line officers in control of expenditure and to critical ap- 
praisal by subject specialists in the organization. If such appraisal 
is done by a library committee, the head librarian serves as a member, 
with the particular duty of presenting a co-ordinated list of all sug- 
gestions, no matter by whom made, together with critical reviews and 
comments where necessary. 


5} C & 
Notes These specifications outline minimum requirements only. 


The classes in this series are distinguished by the Characteristic 
Duties and the other factors given in the Details of the Specifications. 


Librarian 1 class is the beginning class of this series where the 
rules to be followed are clearly established and there is no supervisory 
responsibility for the work of other librarians. 


Librarian 2 class includes (1) those positions where the rules to be 
followed are not explicit thereby necessitating interpretation and the 
exercise of judgment, and where there is no supervisory responsibility 
for the work of other librarians, and (2) those positions in charge of a 
library where the technical activities are principally those of a 
Librarian 1 and wherein direction of the library is a minor factor in 
terms of time required for this function. 

Civil Service Commission 
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LIBRARIAN 
Summary of Class Distinquishing Features (cont'd) 


Librarian 3 class includes (1) those positions requiring the perform- 
ance of the more difficult technical library activities and (2) those 
positions concerned with supervision of the work of subordinate librarian 
classes and clerical staff within section(s) of a library system, where 
activities are principally those of a Librarian 2, and (3) those positions 
with responsibility for a complete library where the library activities 
are principally those of a Librarian 2 and where the work related to dir- 
ection of the library is a minor factor in terms of time required for this 
function. 


Librarian 4 class provides for positions responsible for the super- 
vision of subordinate librarians and clerical staff and includes (1) those 
positions concerned with the responsibility for a complete library service 
where the activities of the library are those of Librarian 2 (General) and 
Librarian 3 (Specialist), and where.the work related to the direction of 
the library is a significant factor in terms of time required for this 
function, and (2) those positions concerned with the responsibility for 
the work of a section(s) where the activities are those of Librarian 2 
(General) and Librarian 3 (Specialist) and where, the work related to the 
supervision of staff is a significant factor in terms of time required for 
this function., 


Librarian 5 class includes those positions concerned with responsi- 
bility for a complete library system where the library activities super- 
vised are those.of a Librarian 3 and where the work related to the 
direction of the library is a major factor in terms of time required for 
this function. 


Note: It is recognized that as a result of increased activities in cer- 
tain large libraries, that, in the future, there may be positions 
other than those in charge of complete library systems which will 
warrant allocation to this class. - 
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LIBRARIAN 
Characteristic Duties 


- Catalogues, classifies and assigns subject headings to library material. 

- Searches for information. 

- Compiles bibliographies and indexes. 

- May be required to prepare material for binding. 

- May be required to order, acknowledge receipt, record, shelve, and 
circulate library material. 


Nature and Extent of Controls Ovex the Work 


Supervisor (Librarian) provides instructions on procedures and tech- 
niques to be used and specific instructions on assignments of an -unusual 
nature. 


Work pertaining to cataloguing, classification, and assignment of 
subject headings is limited to material where the choice of entry and 
rules to be followad are clearly established, additional bibliographic 
information may be readily located, and the determination of finer sub- 
divisions of classification is not required. 


Searches for information are confined to those which may be obtained 
from standard reference aids, @.g., indexes, publishers’ catalogues, 
directories, encyclopedias. 


The preparation of bibliographies and indexes is confined to sources 


of information which are readily located and to limited bibliographic 
descriptions. 


The work pertaining to the preparation of material for binding and 
other related duties follows clearly established practices. 


Completed work is reviewed for adequacy, accuracy, adherence to in= 
structions and results. 


Nature and Extent of Controls Ovex Work of Others 
May be required to assign and review work of subordinate staff. 


. Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library and with patrons to obtain and provide information. 


8 n Re 


A Bachelor's degree in library science in a course of recognized 
standing; personal suitability; satisfactory physical condition. 
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- Catalogues, classifies and assigns subject headings to library material. 

- Searches for information. 

- Compiles and edits bibliographies and indexes. 

- Reviews current library material and brings it to the attention of 
library patrons. 

- Arranges inter-library loans. 

- Ensures that preparation of material for binding, and ordering, shelving, 
and circulation of library material is done according to established pro- 
cedure. 

- On occasion, may carry out work as described under Librarian 3 (Specialist). 

- Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Work is assigned with general instructions on methods and techniques 
to be used’ 


The Cataloguing, classification and assignment of subject headings 
relates to library material for which the choice of entry and rules to 
be followed are not explicit and require interpretation and exercise of 
judgment; additional bibliographic information is not readily available, 
and on occasion finer subdivisions of classification are required. 


Searches for information require the selection of material from a 
variety of sources in addition to the use of standard reference aids. 


The library material reviewed includes articles, abstracts, critical, 
reviews, publishers’ lists, etc. 


Work is generally reviewed for adequacy and adherence to library 
policy but usually not for accuracy of technical detail. 


Nature and Extent of Controls Over Wor € 


May be required to train and assign work to subordinate staff with 
responsibility for the accuracy of work done. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. 


fica Requirements 


A Bachelor's degree in library science in a course of recognized 
standing; two years of experience in work as outlined for Librarian 1}; 
ability to organize work and to prepare reports and correspondence; 
ability to promote interest in library service and to work co-operatively 
with others; personal suitability; satisfactory physical condition. 
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Bs LIBRARIAN 2 (OFFICER IN CHARGE) 
Characteristic Duties 


Performs work as described for Librarian 1 and in addition: 
Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library meterial, material to be bound, and 
equipment and staff requirements. 
Determines work procedures and priorities and the type of records to be 
kept. 
Reviews current library material and brings it to the attention of 
library patrons. 
- Arranges inter-library loans. 
Directs or carries out the ordering, recording, shelving, circulation, 
and preparation for binding of library material. 
- Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Work is performed according to established rules and procedures and 
the choice of action is restricted to limits defined by accepted practice. 


the work related to the technical activities of the library is prince 
ipally ag described for Librarian 1 and may include some work as described 
for Librarian 2 (General). 


General supervision of the library, in respect to policy, management 
and the services provided is exercised by a library committee of which the 
librarian may be a member, or by a senior departmental line officer. 


The work is not subject to technical review. 
Nature and Extent of Controls Over Work of Others 


’ May be required to train and assign work to subordinate staff with 
responsibility for the accurécy of the work done. 


The work related to the direction of the library is a minor factor 
in terms of time devoted to the function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings. or conferences concerned with library 
services. 


Qualification Requirements 

A Bachelor's degree in library science in a course of recognized 
standing; two years of experience in work as outlined for Librarian 1} 
ability to organize end schedule work and to prepare reports end corres- 
pondences ability to promote interest in library service and to work co-' 


operatively with others; personal suitability; satisfactory physical 
condition. 
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Character Dutie 


- Catalogues, classifies and assigns subject headingS to library material. 

- Searches for information. 

- Compiles and edits annotated and critical bibliographies and index for 
publication. 

- Carries out studies; develops and evaluates proposals related to the 
long range development of the library collection by means of purchases, 
exchanges, gifts amd deposits. 

- Reviews current library material and brings it to the attention of 
library patrons. 

~- Addresses groups and prepares instructions in the use of the library. 

- Prepares abstracts of library material and special indexes. 

- Prepares reports and correspondence. 


Nature and Exten vont rols Over the Work 
Work is assigned with instructions only as to objectives and policy. 


The cataloguing, classifying and assigning of subject headings is 
primarily concerned with ‘difficult Iibrary material, e.g., old and rare 
books, serials and government publications presenting particular language 
or bibliographical problems; material dealing with new fields of know= 
ledges material for which special forms of cataloguing or special classi- 
fication schemes have te be dévised. In general, to deal with difficult 
material requires extensive and critical searching of sources of inform- 
ation, and the exercise’ of judgment in determining the cataloguing prin- 
ciples which apply, and the extent of subject analysis and the fineness 
of classification which are necessary. 


Searches for information require the exercise of selective judgment, 
the searching of extensive original sources and general publications, 
some of which may be in foreign languages, and the use of material not 
generally considered to be directly related to the subject matter content 
of the library. Answers to enquiries are often presented in written form. 


In general, work is not subject to’ review. 


an xten C Over Wor 


May be required to train and assign work to subordinate staff with 
responsibility tor the work done. 
Nature and Purpose of Contacts 

Establishes and maintains co-operative working relationships Within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meatings or conferences concerned with aE SEY. 
services, “a ' i ae i n 
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As LIBRARIAN 3 (SPECIALIST) (cont'd) 
Qualification Requirements 


. A Bachelor's degree in library science in a course of recognized 
standing; four years of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library services ability 
to organize work and to prepare complex reports and correspondence; 
ability .to promote interest in library service and to work co-operatively 
with others; personal suitability; satisfactory physical condition. 
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LIBRARIAN 
B. LIBRARIAN 3 (SECTION HEAD) 


Characteristic Duties 


Performs work as described for Librarian 2 (General), and on occasion, 
work as described ‘for Librarian 3 (Specialist) and in additions 
- Advises and makes recommendations on library services in a functional 
area of a library. : . 
- Determines work procedures and priorities and the type of records to 
be kept. ee 
- Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Functional area of work is assigned with instructions as to objectives 
and policy. — 


Direction in respect to policy, management and services provided is 
exercised by the librarian in charge of the library system. 


Work is generally not subject to review. 


Nature and Extent of Controls Over Work of Others 


Is required to train staff and to organize, schedule, assign and re- 
view work of librarian and clerical staff with responsibility for accuracy 
of work done and corresponding authority to make revisions or changes as 
required. The work assigned and reviewed will be principally as described 
under Librarian 2 (General). 


The work related to the supervision of staff is a minor factor in 
terms of time required for this function. 


Na nd Pur @ Contac 


_ Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with library 
services. 


alific Re ents 


A Bachelor's degree in library science in a course of recognized 
standing; four years of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library service; ability 
to organize and schedule work and to train and supervise staff; ability to 
promote interest in library service and to work co-operatively with others; 
ability to prepare reports and correspondence; personal suitability; satis- 
factory physical condition. 
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LIBRARIAN 


C. LIBRARIAN FFICER IN CHARGE) 


Characteristic Duties 


Performs work as described for Librarian 2 (General) and, on occasion, 
work as described for Librarian 3 (Specialist) and in addition: 

- Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library material, material to be bound, and 
equipment and staff requirements. 

- Determines work procedures and priorities and the type of records to be 
kept. — 

- Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


Direction, in respect to policy, management and the services provided 
is exercised by a library committee of which the librarian is a member, 
or by a senior departmental line officer. 


The work is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 


May be required to train staff and organize, schedule, assign and‘ re- 
view work of librarian and other staff with responsibility for accuracy 
of work done. 


The work related to the direction of the library is a minor factor 
in terms of time devoted to this function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. Represents the organization 
served at meetings or conferences concerned with library services. 


Qualification Requirements 


A Bachelor's degree in library ‘science in a course of recognized 
standing; four years of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library services ability 
to organize and schedule work and to train and gupervise staff; ability to 
promote interest in library service and to work co-operatively with others}; 
ability to prepare reports and correspondence; personal suitability; satis- 
factory physical condition. 
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A. LIBRARIAN 4 (OFFICER IN CHARGE) 


Characteristic Duties 
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Performs work as described for Librarian 3 (Specialist) and in 

addition: 

~ Advises and makes recommendations on library services, budget, selection, 
acquisition and dispose] of library material, material to be bound, and 
accommodations, equipment and staff requirements. 

- Determines work procedures, priorities and type of records to be kept. 

- Prepares plans for the systematic develonment of the librarv holdings 
and services. 

- Prepares reports and correspondence. 

- On occasion, provides technical-advisory services tor library material 
not under the direct control of th? library. 


Nature and Extent of Vontrols Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


The technicalradvisory services may include the making ot recommend- 
ations on organization of material, development of Jibrary holdings and 
services available and required, for outside libraries and book collections. 


Direction, in respect to policy, management and the services provided, 
is exercised by a library committee of which the librarian is a member, or 
by a senior departmental line officer. 


The work is not subject to technica) review. 


Nature and Extent of Controls Over Work of Others 


Is required to train staff and to organize, schedule, assign and re- 
view the work of librarian and other staff with complete responsibility 
and corresponding authority for the pertormance of all library activities. 
The areas ot work assigned will be principally as described for Librarian 2 
(General) and Librarian 3 (Specialist). 


The work related to the direction of the library service is a signif- 
icant factor in terms of time devoted to this tunction. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. Represents the organization 
served at meetings or conferences concerned with library services. 


Qualification Requirements 


A Bachelor's degreé in library science in a course of recognized 
standing; six years of library experience, four of which shall have been 
in work as described for Librarian 2 (General) or higner; a knowledge, 
pertinent to the duties, of the principles and practices of library ser- 
vice; ability to organize and direct a complete, library service and to 
train and supervise librarian and other staff; demonstrated ability to 
promote interest in library service and to work co-operatively with others; 
ability to prepare comprehensive reports and correspondence; personal 
suitability; satisfactory physical condition. 
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LIBRARIAN 


B, LIBRARIAN 4 (SECTION HEAD) 
Characteristic Duties 


Performs work as described for Librarian 3 (Specialist) and in 

addition: 

- Advises and makes recommendations on library services in a functional 
arpa of a library. 

- Determines work procedures and priorities and the type of records to 
be kept. 

- Provides technical-advisory services for library material in outside 
libraries and book collections. 

- Prepares reports and correspondence. 


Nature and Extent of Controls Over the W 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


Direction in respect to policy, management and services provided in 
the functional area is exercised by an administrative head of a library 
service. The work performed is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 


Is required to train staff and to organize, schedule, assign and re- 
view work of librarian and other staff with responsibility for accuracy 
of work done and corresponding authority to make revisions or changes as 
required. The work assigned and reviewed will be as described for 
Librarian 2 (General) and Librarian 3 (Specialist). 


The work related to supervision of staff is a significant factor in 
terms of time required for this function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with 
library services. 


ualification Requirements 


A Bachelor's degree in library science in a course of recognized 
standing; six years of library experience, four of which shall have been 
in work as described for Librarian 2 (General) or higher; a knowledge, 
pertinent to the duties, of the principles and practices of library ser- 
vice; demonstrated ability to organize and schedule work and to train 
and supervise librarian and other staff; demonstrated ability to promote 
interest in library service and to work co-operatively with others; 
ability to prepare comprehensive reports and correspondence; personal 
suitability; satisfactory physical condition. 
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LIBRAREAN 5 (OFFICER IN CHARGE ) 
Characteristic Duties 


~ Advises and makes recommendations on library services, budget, selection, 

acquisition and disposal of library material, material to be bound, and 

accommodations, equipment and staff requirements, 

Determines work procedures, priorities and type of records to be kept. 

- Prepares plans for the systematic development of the library holdings 

and services. 

Prepares reports and correspondence. d 

- On occasion, carries out special projects and other senior library 
assignments. 


Nature and Extent gf Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


The library development work requires a thorough understanding of the 
functions and objectives of the organization served. 


The special assignments include specific projects for senior officers 
including Ministers and Deputy Ministers on matters connected with library 
service. 


Guidance in respect to policy, management, and services is provided by 
a library committee of which the librarian is a member or by a senior de- 
partmental officer. 


The work assigned, directed or performed is not subject to technical 
review. : 


Nature d Extent of Controls Over Work of her 


Is required to direct the activities of other librarians with complete 
responsibility and corresponding authority for the performance of all 
library activities within the scope of the organization served. The areas 
of work assigned and co-ordinated will be principally as described for 
Librarian 3. The staff development and training programme will be dir- 
ected to both librarian and other staff. 


The work related to’ the direction of a library service is a major 
factor in terms of time devoted to this function. The library service 
may include branch libraries and "outside" book collections. 


N re Pur e ntac 


Establishes and: maintains co-operative working relationships within 
the library, the senior officers of the organization served, and with 
librarians in other-libraries to obtain, provide and exchange information. 
Represents the organization served at meetings or conferences concerned 
with library service. : 
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LIBRARIAN 5 (OFFICER IN CHARGE) (cont'd) 
Qualification Requirements 


A Bachelor's degree in library science in a course of recognized 
standing; eight years of library experience, two of which shall have been 
in work related to the direction of a complete library service; a know- 
ledge, pertinent to the duties, of the principles and practices of library 
service; demonstrated ability to organize, schedule, direct and co- 
ordinate work and to train and direct librarian and other staff; demon- 
strated ability of a high order to promote interest in library service 

-and to work ‘co-operatively with others; ability to prepare comprehensive 
reports and correspondence; personal suitability; satisfactory physical 
condition. 
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SERIES = LIBRARIAN 
PanT IIT = SPECIFICATIONS FOR ADVERTISING 


Note: These descriptions are to be used as a guide. Modification of the 
duties to provide a more explicit description of a particular 
position being advertised is permitted, providing this departure 
does not depreciate its value in relation to the intent of the 
class specifications. 


LIBRARIAN 1 
Duties 


Under supervision, to catalogue, classify and assign subject headings 
to library material where the choice of entry and rules to be followed 
are clearly established; to provide a ready reference service; to compile 
bibliographies and indexes; to prepare or supervise the preparation of 
material for binding; and to perform related duties. 


Qualifications 


A Bachelor's degree in library science in a course of recognized 
standing; personal suitability; satisfactory physjcal condition. 


A. LIBRARIAN 2 (GENERAL) 
Duties 


Under general supervision, to catalogue, classify and assign subject 
headings to library material where the choice of entry and rules to be 
followed are not clearly established; to perform reference work requiring 
the selection of information from a variety of sources; to compile and 
edit bibliographies and indexes; to review current library material and 
bring it to the attention of library patrons; to assist patrons in the 
use of the library; to prepare reports and correspondence; to supervise 
‘the preparation of material for binding; to perform related duties. 


Qualifications - 


A Bachelor's degree in library science in a course of recognized 
standing; approximately two years of library experience subsequent to 
graduation; ability to perform the duties described; ability to organize 
and schedule work and to prepare correspondence and reports; ability to 
promote interest in library service and to work co-operatively with others; 
personal suitability; satisfactory physical condition. 
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LIBRARIAN 
B. LIBRARIAN 2 (OFFICER IN CHARGc) 


Duties 


5 Under general-supervision, to be responsible tor the operation of the 
ala tahatetat library; to catalogue, classify and assign subject headings to 
library material where the choice of entry and rules to be followed are 
Clearly established; to provide a ready reterence service; to compile and 
edit bibliographies and indexes; to review current library material and 
bring it to the attention of library patrons; to assist patrons in the 
use of the library; to arrange for the acquisition, loan and circulation 
of library material and to prepare or Supervise the preparation of mat- 
erial for binding; to prepare reports and correspondence; and to perform 
related duties. 


jualifications 


A Bachelor’s degree in library science in a course of recognized 
standing; approximately two years of library experience subsequent to 
graduation; ability to perform the duties described; ability to organize 
and schedule work and to prepare reports and correspondences ability to 
promote interest in library service and to work co-operatively with 
others; personal suitability; satisfactory physical condition. 


A. LIBRARIAN 3 (SPECIALIST) 
Duties .- 


Under direction, to catalogue, classify and assign subject headings 
to difficult library material; to perform difficult reference work where 
the information obtained may be presented in written form; to compile 
and edit annotated and critical bibliographies and indexes some of which 
may be for publication; to carry out studies and evaluations of proposals 
related to the development of library holdings; to review current library 
material and bring it to the attention of library patrons; to assist pat- 
rons in the use of the library; to prepare special indexes and abstracts 
of library material; to prepare complex reports and correspondence; and 
to perform related duties. : 


A Bachelor's degree in library science in a course of recognized 
standing; approximately four years of library experience subsequent to 
graduations a-knowledge, pertinent to the duties, of the principles and 
practices of library service; demonstrated ability to perform the duties 
described; ability to organize work and to prepare complex reports aid 
correspondence; ability to promote interest in library service and to 
work co-operatively with others; personal suitability; satisfactory 
physica] condition. 


Civil Service Commission 
of Canada (17) 
June, 1960 
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LIBRARIAN 


B. LIBRARIAN 3 (SECTION HEAD) 
Duties . 


Under direction, to participate in the maintenance of cataloguing, 
reference, bibliographic or other library services; to assign, supervise 
ahd review work performed by librarian and other staff and to make appro= 
priate revision as required; to perform the more difficult library tasks; 
to review current library material and to bring it to the attention of 
library patrons; to assist patrons in the use of the library; to partici- 
pate in the training and development of staff; to prepare reports and 
correspondence; and to perform related duties. 


Qualifications 


A Bachelor's degree in library science in a course of recognized 
Standing; approximately four years of library experience subsequent to 
graduation; a knowledge, pertinent to the duties, of the principles and 
practices of library service; demonstrated ability to perform the duties 
described; ability to organize and schedule work and to supervise and 
train both librarian and other staff; ability to promote interest in lib- 
rary service and to work co-operatively with others; ability to prepare 
reports and correspondence; personal suitability; satisfactory physical 
condition. 


C. LIBRARIAN 3 (OFFICER IN CHARGE) 


Du s 


Under direction, to be responsible for the operation of the -------- 
library; to catalogue, classify and as8ign subject headings to library 
material where the choice of entry and rules to be followed are not 
clearly established; to perform reference work requiring the selection 
of material from a variety of sources; to compile annotated and critical 
bibliographies and indexes; to review current library material and bring 
it to the attention of library patrons; to assist patrons in the use of 
the library; to participate in the preparation of the library budget; to 
arrange for the acquisition, loan and cireulation of library material; 
to supervise the preparation of material for binding; to prepare reports 
and correspondence; to perform related duties. 


A Bachelor's degree in library science in a course of recognized 
standing; approximately four years of library experience subsequent to 
graduation; a knowledge, pertinent to the duties, of the principles and 
practices of library services demonstrated ability to perform the duties 
describeds ability to organize and schedule work and to train and super- 
vise staff; ability to promote interest in library service and to work 
co-operatively with others; ability to prepare reports and correspondence 
personal suitability; satisfactory physical condition. 


Civil Service Commission 
of Canada 
June, 1960 
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LIBRARIAN 


wn. LIBRARIAN 4 (OFFICER IN CHARGE) 


Duties 


Under direction, to be responsible for the operation of the -------- 
library system; to organize and direct the complete library activities; 
to advise and make recommendations on matters related to library service; 
to perform difficult technical library work; to train and supervise lib- 
rarian and other staff; as required, to carry out special assignments re- 
lated to library service; to prepare comprehensive reports and corres- 
pondence; and to perform related duties. 


qualifications 


A Bachelor's degree in library science in a course of recognized 
standing; approximately six years of. library experience subsequent to 
graduation; a knowledge, pertinent to the duties, of the principles and 
practices of library service; ability to organize and direct a complete 
library service; to train and supervise librarian and other staff; demon- 
strated ability to promote interest in library service and to work co- 
operatively with others; ability to prepare comprehensive reports and 
correspondence; personal suitability; satisfactory physical condition. 


B. LIBRARIAN 4 (SECTION HEAD) 


Duties 
Under direction, to be responsible for the operation of the -------- 
Section of the ----------- library system; to organize, schedule, assign 


and supervise the work of librarian and other staff; to perform the most 
difficult technical library work in the particular area of responsibility; 
to advise on the organization and services of outside libraries and book 
collections; to prepare comprehensive reports and correspondence; and to 
perform related duties. 


Qualifications 


A Bachelor's degree in library science in a course of recognized 
standing; approximately six years of library experience subsequent to 
graduation; a knowledge, pertinent to the duties, of the principles and 
practices of library service; ability to organize and schedule work and 
to train and supervise librarian and other staff; demonstrated ability 
to promote interest in library service and to work co-operatively with 
‘ others; ability to prepare comprehensive reports and correspondence; 
personal suitability; satisfactory physical condition. 


Ciyil Service Commission 
of Canada . (19) 
June, 1960 


LIBRARIAN 
LIBRARIAN 5 (OFFICER IN CHARGE ) 


Duties 


Under general guidance to be responsible for the operation of the 
ooceen- library system; to organize and co-ordinate the complete lib- 
rary activities; to advise and make recommendations on matters related 
to library service; to organize and implement training and development 
programmes for library staff; as required, to carry out special assign- 
ments related to library service; to prepare comprehensive reports and 
correspondence; and to perform related duties. 


Qualitications 


» Bachelor's degree in library science in a course ot recognized 
standing; approximately eight years of library experience subsequent to 
graduation, two of which shall have been in work related to the direction 
of a library service; a knowledge, pertinent to the duties, ot the prin- 
ciples and practices of library service; demonstrated ability to organize, 
schedule, direct and cp-ordinate work and to train and direct librarian 
and other staff; demonstrated ability to promote interest jn library ser- 
vice and to work co-operatively with others; ability to prepare compre- 
hensive reports and correspondence; personal suitability; satisfactory 
physical condition. 


Civil Service Commission 
of Canada 
June, 1960 
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3. Mean, Median and Quartile Rates by Years from BLS 
Graduation, Librarians, General Field Surveys 
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4-8. Distribution of Librarians According to Annual 
Rates of Pay, General Field Survey, July 1, 1961 
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CONFIDENTIAL 
RATES OF PAY FOR LIBRARIANS 


This report is one of a series based on the General Field Survey 
of July 1, 1961, which covered a variety of classes in which university 
graduates are employed in the Civil Service. 


PART I 
SOURCES AND METHODS 


Information in this report was obtained from fifty Libraries 
in eight provinces. Included in the survey were public, university, 
provincial government, and business libraries, the sample being virtually 
the same as that eeeAbi@ened for the 1958 survey of the Pay Research 
Bureau, the results of which were set forth in the report entitled "Sa- 
laries and Working Conditions of Librarians". Those libraries from which 
the information in this report was obtained are listed in Appendix A. 

A significant departure from the 1958 survey method was made 
in 1961. Whereas in 1958 survey officers made job comparisons in the 
field through the use of survey specifications, in 1961 no “matches" were 
made in the field. Survey officers were provided instead with specifi- 
cations used by the Civil Service Commission for classification purposes, 
(See Appendix B) and were instructed to obtain, from each of the Libraries 
visited, organization charts and job descriptions to which information 
on the salaries and qualifications of individual librarians was to be 
cross-referenced. From the information obtained in the field, comparisons 
with Civil Service grades were subsequently made. In a few instances 
the brevity of job descriptions precluded matching. 


The basic measures used to summarize the information regarding 


rates of pay are defined below: 


(1) «Mean Rate. Sometimes referred to as the weighted average, 


the arithmetic mean is a calculated average, obtained 
by multiplying each rate by the number of employees at 


the rate and dividing the sum of the products by the total 


number of employees. The inean rate is not shown where 


there are fewer than five observations. 


Voy ae 


(2) First Quartile Rate (Ql). In a distribution of rates 


arranged in descending order, the first quartile is the 


rate above which 75 per cent and below which 25 per cent 


of the total observations fall. More precisely, it is 


the rate opposite the point in the distribution represented 
3(n + 1 

by ain + 1), where n is the total number of observations. 

The first quartile rate is not shown where there are fewer 


than ten observations. 
| (3) Medion Rate. In a distribution of rates arranged in 
descending order, the median is the rate above and below 
which fifty per cent of the total observations fall. 
More precisely, it is the rate opposite the point in 
the distribution represented by ati, The median rate 
is not shown where there are fewer than ten observations, 
(4) Third Quartile Rate (Q3). In a distribution of rates 
arranged in descending order, the third quartile is the 
rate above which 25 per cent and below which 75 per cent 
of the total observations fall. More precisely, it is 


the rate opposite the point in the distribution represent- 
n+ 1 
4 e 


there are fewer than ten observations. 


ed by the third quartile rate is not shown where 
In presenting information on years from BLS graduation, two 
additional measures have been useds 
First Decile (Dl). In a distribution of observations arranged 
in descending order of value, the first decile is the point 
above which 90 per cent and below which 10 per cent of the total 


More precisely, it is the point in the dis- 
Sho +d), A first decile is not shown 


observations fall. 
tribution represented by 
where there are less than ten observations. 

Ninth Decile (D9). In @ distribution of observations arranged 


in descending order of value, the ninth decile is the point 


above which 10 per cent and below which 90 per cent of the total 


observations fall. More precisely, it is the point in the 


n+ 1 


distribution represented by 7 A ninth deciJe is not 
10 
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shown where there are less than ten Observations, 


Still another measure, the average intra-library differential, 


has been used to express the average of the percentage rate differences 
between the basic and related grades of a particular class in individual 
libraries. Because of inevitable variations in coverage for different 
grades, the standard rate measures produced for each grade can be mis- 
leading if used as an indication of the differentials between grades. 

The purpose of the average intra-library differential is to provide a 
measure of the rate relationships between any two grades in the establish- 
ments surveyed. 

' The basic grade selected is the Librarian 2. This basic grade 
has been selected because it is important in the rate-setting procedure 
and is well represented in the survey coverage. 

In calculating the average intra-library differentials between 
the basic grade and each of the remaining grades, the following steps have 
been takens 

l. for each library in the sample in which job "matches" 

were made for both the basic and related grade, the mean 
salary of each of the relevant grades was determined; 

2. the mean salary of the related grade was then expressed 

as a percentage of the mean salary of the basic grade, 
indicating the rate differential existing between the two 
grades in the library; 

3. a weighted average of the library differentials was then 

obtained, each library differential being weighted by the 
number of employees in the related grade in that establishment. 


The rates presented in the Report, using the measures described 


above, relate to July 1, 1961, or the first payroll period immediately 


thereafter. They include cost-of-living bonuses, where applicable, but do 


not include other types of bonuses, isolation pay, overtime earnings, 


shift differentials, allowances or other fringe benefits. 
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PART II 


SURVEY FINDINGS 


Survey Coverage 

Librarians were surveyed by the Pay Research Bureau in December 
1958 and July 1961. In 1958, rate information was obtained for 835 
librarians, 647 of whom were university graduates. Because of a change 
in procedures the 1961 survey produced rates for 723 librarians, all 
of whom were university graduates. It should be noted that because 
of this change in procedure, the trend of rates reflected by the results 
of the 1958 and 1961 surveys can be measured only for librarians holding 
a Bachelor of Library Science, the degree required for classification 
in the library class in the Civil Service of Canada. Indications of 
trends based on this measurement are shown below. 

In 1958, job comparisons were established for four grades 
of librarian. In 196) they were extended to include the Grade 5. Rate 


information for all five grades are presented in the report. 


Table 1 shows the survey coverage for librarians by type of 


library and region. The 1961 total of 723 includes 20 librarians above 
the Grade 5 level. 


TABLE 1: Survey Coverage By Type of Library and Region, 
Librarians, General Field SurveyS, December 1958, 
and July 1, 1961. 


Employees 196] 


Type of Library Employees 


PUbLICcccccccccccescoes 504 400 55.2 
Universityeceescoceccee 293 248 34.4 
Provincial Govteccocecc 44 48 667 
BuSineSScceccececccccece 34 27 3.7 
TOTAL ccc ccccceveccecec 835 723 100.0 
Maritimes. ecocecoscecccec x 37 5.1 
QUCDECccecesccecsesceces x 62 8.6 
OntarLocecccoecvccecccec n 368 50 
Prairie ProvinceSececsce x 165 2267 
a 91 12.6 


British Columbia. eceeceso 


TOTAL ccccccccccccece ae | 723 100.0 


tt No regional information for 1958 is available. 
Table 2, which shows coverage by grade according to type of degree 
held, provides an indication of the educational qualifications of survey 


empLoyees for whom rate information is shown in the 1958 and 1961 reports. 


ee 


TABLE 2: Survey Coverage by Grade and Degree Held, 


Librarians, General Field Surveys, December 
£958 and July 1, 1961. 


1958 1961 


Other Degree 


1958 1961 


48 68 64 


No Degree 


Librarian Laesesssecessc 


Librarian Zoecescececcese 20 


52 


EAOTORAON. Jeeecicceoeces 29 


Librarian 4sccoccscccece LA 


Librarian De ccccccnscves LS 


Table 3 indicates the 1961 mean, median and quartile rates by 
gvade for all librarians covered by the Report. Figure 1 is a graphic pre- 
entation of moan, median and quartile rates. Table 4 and Figure 2 present 


comparable measures for librarians with BLS qualifications. 


TABLE 3: Mean, Median and Quartile Rates for Librarians, 
General Field Survey, July 1, 1961. 


Coverage Annual Rates 


Libraries} Emoloyees Ql Median 


Class and 
Grade 


Librarian lecees 4800 
Librarian Qecceoe 3400 
Librarian Jeecee 6435 

6900 


Librarian 4eoecoe 
. 8375 


Seoeve 


Librarian 


Ae Le 
Ls ~ 
ve 


ooo > +046+d4@—r > 
ia ti 


9 6seds tH Keres? | 


oe sretenepece @St 
~~ 


a rhadrconoe at 


seassede 


'\0- @- 4 Gp o 


% =&4 ¥ 


OS RTT ITLL TAS RWS, Sv SONU (AN OUR Re NREL E SS CeE e 
RUNS SARL Soon 


UN BE 


FIGURE 1: MEDIAN AND QUARTILE RATES, LIBRARIANS, 
GENERAL FIELD SURVEY, JULY 1, 1961 


§ SURVEY CLASS AND GRADE | 8000 roe 10000 


LIBRARIAN 5 


10000 11000 12000 
DOLLARS 


FIGURE 2: MEDIAN AND QUARTILE RATES, LIBRARIANS WITH BLS QUALIFICATIONS, 
GENERAL FIELD SURVEY, JULY 1, 1961 
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SURVEY CLASS AND GRADE 9000 
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LIBRARIAN 5 
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TABLE 4: Meany Median and Quartile Rates, Librarians 
with BLS Qualifications, General Field Survey, 
July 1, 1961 


Class and 
Grade 


Coverage Annual Rates 


Median 
Librarian Ve °° 


Librarian 2eeoe 


5440 
Librarian 3.e. 6474 
Librarian 4eoo 6900 


Ta praca Secee 


The distribution of librarians in each grade according to annual 


rates of pay is shown in Figures 4-8 at the end of the Report. 
Trend _of Rates 
Table 5 shows a comparison of the 1958 and 1961 survey results 
in terms of the number of librarians with BLS qualifications and the mean 
and third quartile rates for these librarians. 
TABLE 5: Comparison of Mean and Third Quartile Rates, 


Librarians with BLS Qualifications, General 
Field Survey, December 1953, and July 1, 1961 


ne 


No. of Employees Mean Rates | Third Quartile Rates 
Class and — 
Grade 1961 as 1961 as | 1961 as 
1958] 1961) % of 1958} 1961 | % of an 1961 | % of 
| | 1958 


| 
1958 | 1958 


Librarian leece | 90 | 108| 120.0 | 3796] 4733| 124.7 | 4070| 5000] 122.9 


124.7 | 4520} 5440; 120.4 


Librarian 2.00 | 193 187 96.9 | 4094! 5104 


Librarian 3.000 | 108 | 117] 108.3 aon? | 5998 | 121.3 | 5450) 6474 | 118.8 


Librarian 4ecc00| 102 | 83] 81.4 | 5069} 6598 | 130.0 | 5950! 6900; 124.3 
Libcarian Sveoo| |~ 34 | - - | 7662 | - ~' 8194» ~ 
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Averoge Intra-Library Differentials 

As indicated earlier, job comparisons for all grades of librarians 
could not be made in all the libraries surveyed. While this factor does 
not affect the reliability of the mean, median and quartile rates as 
measures of the level of rates prevailing for any one grade in the sample, 
it may affect their reliability as indicators of rate differentials bet-. 
ween grades. It is for this reason that the intra-library differential, 
a measure of the rate differential existing between two grades in the 
libraries from which observations were obtained for both, is introduced. 


Table 6 presents this data for all librarians. 


TABLE 6: Average Intra-Library Differentials, Librarians, 
General Field Survey, July l, 1961 


Class and 
Grade 


Average Differential 
(Librarian 2 = 100) 


No. of Libraries?) 


Librarian leoccceccces 28 84.5 
Librarian Secoececececs 32 117.4 
20 132.2 


Librarian 4eccevccocse 


Librarian 5eoceccecvcece 


(1) Number of Libraries in which both basic and related grades were matched. 


Rates of Pay by Region and Type of Library 


Tables 7 and 8 present mean and third quartile rates of pay for 


librarians by region and type of library. 


ates of Pay by Guatification and Years from BLS Graduation 


Table 9 reflects rates of pay according to type of degree held. 


The median, quartile and decile years from BLS graduation for 


each grade of librarian for whom information concerning yesr of graduation 


was supplied are shown in Table 10. 
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TABLE 10: Median, Quartile and Decile Years from BLS 


Graduation by Grade, Librarians, General 
Field Survey, July 1, 1961 


~ REG Aa 8 EC SRR RE RR Re ee en 


Now of 
Employees 


Years from BLS 


Class and Grade 


Librarian 


lLecceveoe 


Librarian 2eecoee 


23.0 
Librarian Tas eee 27.0 
Librarian 4.ccece 30.2 


Seaccee 


Table 11 and Figure 3 present mean, median and quartile rates by 
years from BLS graduation. As in previous reports concerning university 


graduates, the first ten-year period following graduation was chosen 


- because, as a factor influencing rates of pay “years from graduation" 


t 


is of greatest significence in the early years of employment. Zero years 
from BLS graduation has been used to designate those who received their 


BLS degree in 1961. 
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TABLE 11: Meany Median and Quartile Rates by Years from 
BLS Graduation, Librarians, General Field Surveys 


Years from Graduation | No. of Employees 


July 1, 1961 


Mean 


Annual Rates 


Od 


Median 


4600 
4900 
4990 
4775 
5138 
5070 
5350 
5420 
5600 


5350 


FIGURE 3: MEAN, MEDIAM AND QUARTILE RATES 6Y YEARS FROM BLS GRADUATION, LIBRARIANS, 
GENERAL FIELD SURVEY, JULY 1, 198) 
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4800 
4970 
5109 
5055 
5500 
5613 
6135 
6021 
6330 


6035 
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HUNDREDS OF DOLLARS 


FIGURE $: DISTRIBUTION OF LIBRARIANS 2 ACCORDING TO ANNUAL RATES OF PAY, 
GENERAL FIELD SURVEY, JULY 1, 196) 
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FIGURE 7; DISTRIBUTION OF LIBRARIANS 4 ACCORDING TO ANNUAL RATES OF PAY, 
GENERAL FIELD SURVEY, JULY 1, 1961 
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LIST OF LIBRARIES 


SURVEYED 


APPENDIX A 


LIST OF LIPRARTES SURVEYED 
Nova Scotias 


Dalhousie University, Library, Halifax 

fhe Halifax Memorial Librory, Halifax 

The Nova Scotia Provincial Library, Halifax 
Nova Scotia Technical College, Library, Halifax 


N ew Brun Swi ck 


New Brunswick Civil Service Commission Library, Fredericton 
University of New Brunswick Library, Fredericton 


Quebece 


The Aluminum Co. of Canada Ltd, Library, Montreal 

The Bell Telephone Co. of Canada, Library, Montreal 

The City of Montreal Library, Montreal 

La Bibliotheque St. Sulpice, Montreal 

The Engineering Institute of Canada, Library, Montreel 
McGill University, Library, Montreal 

The Sun Life Assurance Co. of Canada, Library, Montreal 


Ontarios 


The Art Gallery of Toronto, Library, Toronto 
The Bank of Nova Scotia, Head Office, Library, Toronto 
Carleton University Library, Ottawa 
The Etobicoke Township Public Library, Toronto 
The Globe & Mail, Library, Toronto 
Tne Hamilton Public Library, Hamilton 
The Imperial O11] Limited, Library, Toronto 
The Law Society of Upper Canada, Library, Toronto 
The Legislative Library of Ontario, foronto 
The London Public Library & Art Museum, London 
McMaster University, Library, Hamilton 
The North York Public Library, Toronto 
The Ontario Hydro, Library, Toronto 
Queen's University, Library, Kingston 
The Scarborough Township Public Library, Toronto 
The Toronto Public Libraries, Toronto 

» University of Toronto, Library, Toronto 
University of Western Ontario, Library, London 
The Windsor Public Libraries, Windsor 
The York Township Public Library, Toronto 


Manitoba: 


The LegisLative Library of the Province of Manitoba, Winnipeg 
University of Manitoba, Library, Winnipeg 
The Winnipeg Public Library, Winnipeg 


Saskatchewan: 


The Legislative Library of the Province of Saskatchewan, Regina 


fhe Regina Public Library, Regina 
The Saskatoon Public Library, Saskatoon 
University of Saskatchewan, Library, Saskatoon 


Aiberta: 


‘Ihe Alberta Provincial Library, Edmonton, 
the Calgary Public Library, Calgary 
The Edimonton Public Library, Edionton 


Uaivecsity of Alberta, Library, Edmonton 
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Rritish Columbia: 


BeCa Electric Coe, Library, Vancouver 

B.Ce Medical Assoclation Library, Vancouver 
The Burnaby Public Library, Burnaby 

The Provincial Library and Archives, Victoria 
The Vancouver Public Library, Vancouver 

The Victoria Public Library, Victoria 
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SPECIFICATIONS USED FOR THE CLASS IFICATION 
LIBRARIAN IN THE CIVIL SERVICE OF CANADA 
LIBRARIAN 1 


a 


Characteristic Duties 


Catalogues, classifies and assigns subject headings to library material. 
Searches for information. 


Compiles bibliographies and indexes. 
May be required to prepare material for binding. 


May be required to order, acknowledge receipt, record, shelve, and 
circulate library material. 


Nature and Extent of Controls Over the Work 
Supervisor (Librarian) provides instructions on procedures and tech- 


niques to be used and specific instructions on assignments of an unusual 
nature. 


Work pertaining to cataloguing, classification, and assignment of 
subject headings is limited to material where the choice of entry and 
rules to be followed are clearly established, additional bibliographic 
information may be readily located, and the determination of finer sub- 
divisions of classification is not required. 


Searches for information are confined to those which may be obtained 
from standard reference aids, e.g., indexes, publishers‘ catalogues, 
directories, encyclopedias. 


The preparation of bibliographies and indexes is confined to sources 
of information which are readily located and to limited bibliographic 
descriptions. 


The work pertaining to the preparation of material for binding and 
other related duties follows clearly established practices. 


Completed work is reviewed for adequacy, accuracy, adherence to in- 
structions and results. 


Nature and Extent of Controls Over Work of Others 


May be required to assign and review work of subordinate staff. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library and with patrons to obtain and provide information. 


Qualification Requirements 


A Bachelor's degree in library science in a course of epeaesi aes 
nal suitability; satisfactory physical condition. 


s 


standing; perso 


LIBRARIAN 


A. LIBRARIAN 2 (GENERAL) 


Characteristic Duties 


- Catalogues, classifies and assi 
~ Searches for information. 
~- Compiles and edits bibliographies and indexes. 


- Reviews current library material and brings it to the attention of 
library patrons. 


- Arranges inter-library loans. 

Ensures that preparation of material for binding, and ordering, shelving, 
ee circulation of library material is done according to established pro- 
cedure. 


On occasion, may carry out work as described under Librarian 3 (Specialist). 
~- Prepares reports and correspondence. 


gns subject headings to library material. 


Noture and Extent of Controls Over the Work 


Work is assigned with general instructions on methods and techniques 
to be used. 


The cataloguing, classification and assignment of subject headings 

| relates to library material for which the choice of entry and rules to 
be followed are not explicit and require interpretation and exercise of 
judgments additional bibliographic information is not readily available, 
and on occasion finer subdivisions of classification are required. 


Searches for information require the selection of material from a 
varicty of sources in addition to the use of standard reference aids. 


The library material reviewed includes articles, abstracts, critical 
reviews, publishers’ lists, etc. 


Work is generally reviewed for adequacy and adherence to library 
policy but usually not for accuracy of technical detail. 


Nature and Extent of Controls Over Work of Other 


May be required to train and assign work to subordinate staff with 
responsibility for the accuracy of work done. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. 


Qualification Requirements 


's deqree in library science in a course of recognized 
Petea vs years oF experience in work as out lined fo a eneen 1; 
ability to organize work and to prepare reports and asain saa Ma 
ability to promote, interest in library service and i na clean y 
with others; personal suitabilitys satisfactory physical con on. 
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LIBRARIAN 


B. LIBRARIAN 2 (OFFICER IN CHARGE) 


Characteristic Duties 


Performs work as described for Librarian 1 and in additions 

- Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library material, material to be bound, and 
equipment and staff requirements. 

- blag work procedures and priorities and the type of records to be 
kept. 

Reviews current library material and brings it to the attention of 

library patrons. 

- Arranges inter-library loans. 

Directs or carries out the ordering, recording, shelving, circulation, 

and preparation for binding of library material. 

- Prepares reports and correspondence. 


Nature and Extont of Controls Over the Work 


Work is performed according to established rules and procedures and 
the choice of action is restricted to limits defined by accepted practice. 


The work related to the technical activities of the library is princ- 
ipally as described for Librarian 1 and may include some work as described 
for Librarian 2 (General). 

General supervision of the library, in respect to policy, management 
and the services provided is exercised by a library committee of which the 
librarian may be a member, or by a Senior departmental line officer. 

The work is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 


May be required to train and assign work to subordinate staff with 
responsibility for the accuracy of the work done. 


The work related to the direction of the library is a minor factor 
in terms of time devoted to the function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with library 


services. 


valification Requirements 


» -"s deqree in library science in a course of recognized 
Pe years of experience in work as outlined for eee 1; 
ability to organize and schedule work and to prepare hance ie eae 
sondence; ability to promote interest in library service an m5 tat com 
operatively with others; personal suitabilitys satisfactory physica 


condition. 
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LIBRARIAN 


A. LIBRARIAN 3 (SPECIALIST) 


Characteristic Duties 


~ Catalogues, classifies and assi 

~ Searches for information. 

~ Compiles and edits annotated and critical bibliographies and index for 
publication. 

Carries out studies, develops and evaluates proposals related to the 

long range development of the library collection by means of purchases, 

exchanges, gifts and deposits. 

Reviews current library material and brings it to the attention of 

library patrons. 

Addresses groups and prepares instructions in the use of the library. 

~ Prepares abstracts of library material and special indexes. 

- Prepares reports and correspondence. 


gns subject headings to library material. 


Nature and Extent of Controls Over the Work 


Work is assigned with instructions only as to objectives and policy. 


The cataloguing, classifying and assigning of subject headings is 
primarily concerned with difficult library material, e.g., old and rare 
books, serials and government publications presenting particular language 
or bibliographical problems; material dealing with new fields of know- 
ledges material for which special forms of cataloguing or special classi- 
fication schemes have to be devised. In general, to deal with difficult 
material requires extensive and critical searching of sources of inform=- 
ation, and the exercise of judgment in determining the cataloguing prin- 
ciples which apply, and the extent of subject analysis and the fineness 
of classification which are necessary. 


Searches for information require the exercise of selective judgment, 
the searching of extensive original sources and general publications, 
some of which may be in foreign languages, and the use of material not 
generally considered to be directly related to the subject matter content 
of the library. Answers to enquiries are often presented in written form. 


In general, work is not subject to review. 


Nature and Extent of Controls Over Work of Others 
May be required to train and assign work to subordinate staff with 


responsibility for the work done. 


Nature and Purpose of Contacts 
j i = ionships within 
Establishes and maintains co-operative working relat 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with library 


services. 
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ee 


A, LIBRARIAN 3 (SPECIALIST) (cont'd) 


Qualification Requirements 


A Bachelor‘s degree in library science in a course of recognized 
standings four years of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library services ability 
to organize work and to prepare complex reports and correspondences 
ability to promote interest in library service and to work cooperatively 
with others; personal suitability; satisfactory physical condition. 
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LIBRARIAN 


B. LIBRARIAN 3 (SECTION HEAD) 


Characteristic Duties 


gr ee ny 


Performs work as described for Librarian 2 (General), and on occasion, 
work as described for Librarian 3 (Specialist) and in additions 
~ Advises and makes recommendations on library services in a functional 
area of a library. 
~ tad ae work procedures and priorities and the type of records to 
e kept. 


~- Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Functional area of work is assigned with instructions as to objectives 
and policy. 


Direction in respect to policy, management and services provided is 
exercised by the librarian in charge of the library system. 


Work is generally not subject to review. 


Nature and Extent of Controls Over Work of Others 


Is required to train staff and to organize, schedule, assign and re- 
view work of librarian and clerical staff with responsibility for accuracy 
of work done and corresponding authority to make revisions or changes as 
required. The work assigned and reviewed will be principally as described 
under Librarian 2 (General). 


The work related to the supervision of staff 4s a minor factor in 
terms of time required for this function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with library 
services. 


Qualification Requirements 


A Bachelor's degree in library science in a course of recognized 
Peet -tour aie of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library services ability 
to organize and schedule work and to train and supervise staff; ability to 
promote interest in library service and to work co-operatively with others; 
ability to prepare reports and correspondences personal suitability; satis- 


factory physical condition. 
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LIBRARIAN 


C._ LIBRARIAN 3 (OFFICER IN CHARGE ) 


Characteristic Duties 


Sn a LO Ra ge ae apne ay 


Performs work as described for Librarian 2 (General) and, on occasion, 
Work as described for Librarian 3 (Specialist) and in addition: 
~ Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library material, material to be bound, and 
equipment and staff requirements. 


- moo work procedures and priorities and the type of records to be 
ept. 


~ Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served, 


Direction, in respect to policy, management and the services provided 
is exercised by a library committee of which the librarian is a member, 
or by a senior departmental line officer. 


The work is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 


May be required to train staff and organize, schedule, assign and re- 
view work of librarian and other staff with responsibility for accuracy 
of work done. 


The work related to the direction of the library is a minor factor 
in terms of time devoted to this function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. Represents the organization 
served at meetings or conferences concerned with library services. 


Qualification Requirements 


A Bachelor's degree in library science in a course of recognized 
standing; four years of library experience, two of which shall have been 
in work as described for Librarian 2 (General); a knowledge, pertinent 
to the duties, of the principles and practices of library service; ability 
to organize and schedule work and to train and supervise staff; ability to 
promote interest in library service and to work co-operatively with otherss 
ability to prepare reports and correspondence; personal suitability; satis- 


factory physical condition. 
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LIBRARTAN 


A. LIBRARIAN 4 (OFFICER IN CHARGE ) 
Characteristic Duties 


Performs work as described for Librarian 3 (Specialist) and in 
additions 
~ Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library material, material to be bound, and 
accommodations, equipment and staff requirements. 
~ Determines work procedures, priorities and type of records to be kept. 


- Prepares plans for the systematic development of the library holdings 
and services. 


~ Prepares reports and correspondence. 


On occasion, provides technical-advisory services for library material 
not under the direct control of the library. 


Nature and Extent of Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


The technical-advisory services may include the making of recommend- 
ations on organization of material, development of library holdings and 
services available and required, for outside libraries and book collections. 


Direction, in respect to policy, management and the services provided, 
is exercised by a library committee of which the librarian is a member, or 
by a senior departmental line officer. 


The work is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 


Is required to train staff and to organize, schedule, assign and re- 
view the work of librarian and other staff with complete responsibility 
and corresponding authority for the performance of all library activities. 
The areas of work assigned will be principally as described for Librarian 2 
(General) and Librarian 3 (Specialist). 


The work related to the direction of the library service is a signif- 
icant factor in terms of time devoted to this function. 


Nature and Purpose of Contacts 

Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. Represents the organization 
served at meetings or conferences concerned with library services. 


Qualification Requirements 


: 's deqree in library science in a course of recognized 

Pgs is yearssof library experience, four of which shall nae been 
in work as described for Librarian 2 (General) or highers a nae ges J 
pertinent to the duties, of the principles and practices of Library sez 
vice; ability to organize and direct a complete REA E pea Ste s 
train and supervise librarian and other staff; demonstrate " ro Torr 
romote interest in library service and to work co-operatively w : 5 
CpAlity to prepare comprehensive reports and correspondences persona 


suitability; satisfactory physical condition. 
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LIBRARIAN 


B. LIBRARIAN 4 (SECTION HEAD 


Characteristic Duties 


Performs work as described for Librarian 3 (Specialist) and in 
addition: 


- Advises and makes recommendations on library services in a functional 
area of a library. 


- ee: work procedures and priorities and the type of records to 
e kept. 


- Provides technical-advisory services for library material in outside 
libraries and book collections. 
~ Prepares reports and correspondence. 


Nature and Extent of Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


Direction in respect to policy, management and services provided in 
the functional area is exercised by an administrative head of a library 
service. The work performed is not subject to technical review. 


Nature and Extent of Controls Over Work of Others 

Is required to train staff and to organize, schedule, assign and re- 
view work of librarian and other staff with responsibility for accuracy 
of work done and corresponding authority to make revisions or changes as 
required. The work assigned and reviewed will be as described for 
Librarian 2 (General) and Librarian 3 (Specialist). 


The work related to supervision of staff is a significant factor in 
terms of time required for this function. 


Nature and Purpose of Contacts 


Establishes and maintains co-operative working relationships within 
the library, with library patrons and with staff in other libraries to 
obtain, provide and exchange information. May be required to represent 
the organization served at meetings or conferences concerned with 
library services. 


Qualification Requirements 


's degree in library science in a course of recognized 
Be cic veces of library experience, four of which shall have been 
in work as described for Librarian @ (General) or higher; a knowledge, 
pertinent to the duties, of the principles and practices of library ser- 
vice; demonstrated ability to organize and schedule work and to train 
and supervise librarian and other staff; demonstrated ability to promote 
interest in library service and to work co-operatively with others}; 
ability to prepare comprehensive reports and correspondence; personal 


suitability; satisfactory physical condition. 
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LIBRARIAN 


LIBRARIAN 5 (OFFICER IN CHARGE ) 


Characteristic Duties 


a ceeemneeiementenet: eee 


Advises and makes recommendations on library services, budget, selection, 
acquisition and disposal of library material, material to be bound, and 
accommodations, equipment and staff requirements. 

- Determines work procedures, priorities and type of records to be kept. 


- Prepares plans for the systematic development of the library holdings 
and services. 


- Prepares reports and correspondence. 


On occasion, carries out special projects and other senior library 
assignments. 


Nature and Extent of Controls Over the Work 


Work is performed in accordance with the requirements and objectives 
of the organization served. 


The library development work requires a thorough understanding of the 
functions and objectives of the organization served. 


The special assignments include specific projects for senior officers 
including Ministers and Deputy Ministers on matters connected with library 
service. 


Guidance in respect to policy, management, and services is provided by 
a library committee of which the librarian is a member or by a senior de= 
partmental officer. 


The work assigned, directed or performed is not subject to technical 
review. 


ature and Extent of Controls Over Work of Others 


eee 


Is required to direct the activities of other librarians with complete 
responsibility and corresponding authority for the performance of all 
library activities within the scope of the organization served. The areas 
of work assigned and co-ordinated will be principally as described for 
Librarian 3. The staff development and training programme will be dir- 
ected to both librarian and other staff. 


The work related to the direction of a library service is a major 
factor in terms of time devoted to this function. The library service 
may include branch libraries and "outside" book collections. 


Nature and Purnose of Contacts 


Establishes and maintains co-operative working iene aa ey 
the library, the senior officers of the organization served, "0 a t e 
librarians in other libraries to obtain, provide and exchange informa pan 
Represents the organization served at meetings or conferences concerne 


with library senvice. 
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